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2. Division or Bureau of Requesting Agency
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3. Authorization Requested (Check only one of the squares below).

( Dispose of present accumulation. No
additional accumulation is antici-

pated. Records have ceased to have Value
to warrant retention.

B

J Establish retention schedule for re-
___ cords for which there is a continuing
accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

1.

2.

I8PKSL2O _SEJ%BATEt> JMH0JEE5
A plain jj» x 5>» iaefe* card Js prepared for each separated ©â loye©,,
a t the tisQ of separation* the individaaX's naiae md date of sepa-
ration are indicated. Ths index Is «jsed to withdraw ar4 destroy
Baployeas* Eoployiasni Hist&ry Folders (Schedule 2U)* after !j years
of separation frore £t&ta eorvicc, 15JQ cards ara filed chronologic
colly. After U years there i s no value to the Card for reference
purposes* Ifce fil« far tho years 1̂ 5>2 a?id 1953 i s housed in two
desk top f i le boxss* fhs accuisalatioa for %hs period 19k9 to 3«?̂ 2
occupies lisss than 1/2 cubic foot, (fhe total accvmralation i s less
than 1 cubic foot). The yinaai rate of accwauletion i s about 9
linos? Inches* •

msmmmiATimt EEfAiH TOR FOUR IE&RS AFTER SEPAPATIOJI mm SIATB
Sa2T\fIC5 AMD I M DESfRO*.

OF APPLICAflOCTS (SEVER ^ ^ ^ 2 3 3 STATE SCPL03KEST)
ao roesantondaticsj for this item ^gspliea only to ths index caĵ ds
pertaining to individuals who have novor been employed by the State*
(The index cards for fornssr State employees are covered by a
sep&rate retcntloa schedule}*

i l l Index of Applications (5» x ^ Fora SBG 111) are filed in straigit
ilphabetical order whether presently employed, separated or never
jraiployed* The form indicates r^sse, address, soda ! security number*
reteran's elaSis« date appiwod or disapproved, and entries for each
sxEasinatloa taken with gre&oe received and EIQT rsaartis. fhe index
Ksvds for individuals nsver enployed are tteeful for 3 years as a
oference but have no value efter that t i m , The total file occopiea

: i0 drawers (51» X 5|* » 1?» for the years 1?22 to date). I t i s
-Sstimnted that apprarfraately $0$ of the index i s composed of cards of

> Joj V^A-<O- J. ->* .0

|cy, Divisiqp or Bureau Representative

Signature Date

Schedule Authorized as. Indicated in Col. 6 by Hall of

•
ecords Commission. ,

Date Archivist

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

MAR 8 1954

Secretary
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4. 5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

individuals never employed* The index was purged of c ards in th is
category in 19U£» Approximately 5,000 cards (1/2 cubic foot) are
added to the index each yearj nearly half are cards for applicants
who never entered State employment. Upon approval of th i s schedule
an estimated 10 cubic feet of index c ards -will be removed for des-
ruction.

RECOMMENDATION! RETAIN CARDS FOR INDIVIDUALS NEVER EMPLOYED BY THE
STATE FOR THREE YEARS AFTER DATE OF LAST APPLICATION AND THEN
DESTROY.

CORRESPONDENCE
This correspondence (general ly £fen x 11") i s with other S ta te
agencies and i s concerned with the rout ine functions of the Commis-
s ion. I t i s f i l e d a lphabe t ica l ly by name of agency and chronologi-
c a l l y t h e r e i n . The f i l e for the period 191*6 to date occupies 3
drawers (U| cubic fee t ) i n the office area and 2 drawers (3 cubic
fee t ) for the years 1936 t o 19U$ i n the Uth f loor storeroom ( t o t a l ,
7^ cubic f e e t ) . The annual r a t e of accumulation i s approximately
1 cubic foo t . Approximately $ cubic fee t of mater ia l w i l l be des -
troyed upon approval of t h i s schedule.

RECOMMENDATION: RETAIN FOR THREE YEARS AFTER CREATION OR RECEIPT
AND THEN DESTROY.

EFFICIENCY RATING REPORTS

(j^^QL-

This file contains only satisfactory Efficiency Rating Reports (Form
SEC 127, 8|B x 11"). Unsatisfactory reports are recorded on employ-
ees' roster cards and then inserted in the employees' folder. No ^
other record of satisfactory rating is maintained by the Commission
nor does the Commission require the recording of such information
at the agency level. (Once the unsatisfactory reports are inserted
in the proper folder, little use of made of the satisfactory reports
remaining in this file. The absence of an unsatisfactory record
indicates report was satisfactory.) The satisfactory reports are
filed by agency and alphabetically therein. They occupy 1 cubic foot
for the years 19^1 and 19S2 and the annual rate of accumulation is
1/2 cubic foot. There will be no immediate destruction of these re-
cords. ,

RECOMMENDATION*
DESTROY.

RETAIN FOR THREE YEARS AFTER AND THEN

MEDICAL RECORD INDEX
This index to the Medical Examination Report is maintained on Form
SEQ 121 (3n x 5>B). The information on the index is the name, ad-
dress, birthdate, classification, department, and a statement as to
whether approved or not. The examination reportB to which it refers
are retained by the Commission for £ years. The destruction of the
examination^ reports Is covered in a separate retention schedule.
After destruction of the examination reports, the index serves no
useful purpose* The index is filed alphabetically and for the perio
1937 to date occupies 12 double 3" x 5" drawers (3 cubic feet). The

^

-^
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

6.

present annual rate of accumulation is approximately 1§ drawers.
An estimated 1 cubic foot of material will be destroyed upon appro-
val of this schedule.

RECOMMENDATION!
THEN DESTROY.

RETAIN FOR FIVE YEARS AFTER DATE OF EXAMINATION AND

EMPLOYEES MEDICAL REPORTS
Occasionally an employee will request sick leave for a prolonged
period due to injury or sickness. The material in this file (gen- f
erally Si" x 11") consists of inquiries to the attending physicians
and their replies* The reports are filed alphabetically by employ-
e e ^ name. Occasionally reports from one individual will contain $0
or more pages of information. After submission, review and decision
of Medical Director, the Commission has little need for these re-
ports which occupy 1 drawer (!§• cubic feet) for the years 1°U7 to
date. Their annual rate of accumulation is 3 or U linear inches.
An estimated 6 linear inches of material will be destroyed upon ap-
proval of this schedule*;

RECOMMENDATION: RETAIN FOR FIVE YEARS AND THEN DESTROY.

s*.
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